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Summary:

This document explains the June 2010 enhancements 
to the online (PSH) Special Program application, 
found on ProviderConnect.  It guides you through a 
portion of the existing workflow and how the 
enhancements are used.  
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 Save as Draft functionality (p8-15) 

 The 4th item in the Application Checklist is 
now only required when a specific priority 
population is chosen (p17)
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 PSH - Permanent Supportive Housing 
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Log in to 
ProviderConnect
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No change to this screen.  
Click either link to enter 
an application for PSH.
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No change to this screen.  Enter 
Member ID and Date of Birth.  

(Note:  Member ID is equivalent to 
the Consumer’s RIN)
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No change to this screen.  
Select the type of application 
you want to submit and upload 
corresponding documents.



8

Use this field only if you would like 
another user to have the ability to view 
the application draft.  An Authorized User 
must be pre-authorized and set up by the 
Collaborative. If there is an ID entered, 
that user will be able to view the saved 
draft only, not the submitted application.  

The “Save Request as Draft” button 
allows you to save an application 
that is not ready to be submitted.
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When “Save Request as Draft” is 
clicked, an information box will appear.  
It states the time frame the draft can be 
worked with and reminds the user that 
attachments are not saved with a draft.



10

To return to the home page click 
“ProviderConnect Home”.  When this is 
clicked, a warning message will 
appear.  If the application has not
already been saved as a draft, you will 
lose your data if you continue.
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To view a saved application draft 
select “View Clinical Drafts”.
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Drafts that have expired 
will be shown here for 
an additional 30 days.

Drafts are saved for 30 days 
and can be viewed, printed, 
opened, or deleted.
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Attachments are not saved with 
drafts. You must re-attach any 
documents necessary.
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The Intake Request Date is 
not saved with the draft.
The Intake Request on file 
is used with the first 
submitted application.

All other application data is 
shown just as it was saved.
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Once the application is complete and 
ready to submit, simply click submit at 
the bottom of the page.
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The supported browsers, for the Special 
Applications workflow, are IE6 and IE7. 
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If “At risk of placement in a Long Term Care Facility” is 
chosen as the priority population, then the 4th item in 
the Application Checklist becomes required.  

If “At risk of placement in a Long Term Care Facility” is 
NOT chosen as the priority population, then the 4th

item in the Application Checklist does NOT require an 
answer.



 DHS/DMH and the Collaborative recommend 
using one of the following browsers when 
working in the Special Application workflow.

◦ Internet Explorer 6 

◦ Internet Explorer 7
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 EDI Help Desk (888) 247-9311 
7 AM To 5 PM CST (Mon – Fri)
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 If questions regard the content of the 
application, you may contact Lindsay 
Huth at (312) 814-4822.

◦ Examples of Technical Problems:
 Account disabled or forgot password
 System “freezing” or crashing
 System unavailable errors



 All documentation used in today’s 
presentation will be posted to the 
Collaborative Website, on or before 
9/16/2011.  

 The documents can be found at  
http://www.illinoismentalhealthcollaborative.
com/provider/prv_information.htm within the 
“Training” section of the page.
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